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Counsel Learner: The responsible Role Based User can use the ALMS to
record remarks about counseling a Learner using the “Notes” function on the
Left Navigation Bar of the Learner’s personal record.

[Navigation: People, Learner username]

The ALMS will record the Note, who made the note, and the date and time as
an entry under the notes link. Click on a stored Note to read the contents of
the Note.

Search for Learner: Responsible Role Based Users can locate the record of
any Learner who has been established in the ALMS.

[Navigation: People, Learner’s username]

Credit Learner with Task Proficiency: The ALMS allows supervisors to
grant Skills based on observation or evaluation outside the system. The user
Role for this is UTM or LA.
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Provide the Skill name you wish to award to this individual and click
“Go.” You may also search with just part of the name such as the
Proponent’s code at the beginning of the Skill Name.
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Select the Skills you want to award from the list (if any). Click “Select”
at the bottom of the Skill list.
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Create Community:

[Navigation: from My Home, Communities drop down menu, Create]

If you have the Communities entry on the drop down menu, you can create a
community.

In the left navigation bar click on Create Communities.

Enter the name of your new community in the Name window. Provide a brief
description of the purpose and membership of the community in the
Description window.

SLIDE 5 - NOTES

Select the rules for allowing experts to join the community and adding
attachments.

Click on "Save” in the lower right corner of the window.

ACCESS COMMUNITIES:

[Navigation: Select COLLABORATION in the second horizontal

—
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Other Functions Summary

What We've Learned...

< Counsel Learners

S Search for Learners

S Credit Learners with Task Proficiency
S Create Communities

Questions?
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In this lesson you learned about Other Administrative
Functions in the ALMS

The following key points were discussed within the
lesson:

Counseling of Learners
Searching for Learners
Crediting Learners with Skills
Creating Communities.

LADIES AND GENTLEMEN WHAT ARE YOUR QUESTIONS IN REGARD
OTHER ADMINISTRATIVE FUNCTIONS WITH THE ALMS.
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